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Completing a New Travel Claim 
 

1.   Enter the desired information into the User ID field.  
Enter a valid value, e.g. "1234567". 

2.   Enter the desired information into the Password field.  
Enter a valid value, e.g. "abcd1234". 

3.   Click the OK button. 

 

4.   Click the Accept option. 
 

5.   Click the OK button. 

 

6.   Click the Fill Out button. 

 

7.   Click the Request for Settlement menu. 
 

8.   Click the desired TONO. 

9.   Click the OK button. 

 

10.   Click the Adv/Accrl tab. 

 

11.   Click the Entitlements tab. 

 

12.   Click the View/Modify button. 

 

13.   Click the Actual Itinerary tab. 

 

14.   Click in the Lodging field. 
 

15.   Enter the desired information into the Lodging field.  
Enter a valid value, e.g. "76.00". 

16.   Press [Tab]. 

17.   Enter the desired information into the Taxes field.  
Enter a valid value, e.g. "11.43". 

18.   Press [Tab]. 
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19.   Click the Reimbursables tab. 

 

20.   Press [Tab]. 

21.   Press [Tab]. 

22.   Press [Tab]. 

23.   Enter the desired information into the Amount Claimed field.  
Enter a valid value, e.g. "3.50". 

24.   Press [Tab]. 

25.   Press [Tab]. 

26.   Click the OK button. 

 

27.   Click the Yes button. 

 

28.   Click in the Lodg.Taxes field. 
 

29.   Enter the desired information into the Lodg. Taxes field.  
Example “11.43". 

30.   To change the next Lodging Tax amount, click in the next Lodg.Taxes field. 

 
31.   Enter the desired information into the Lodg.Taxes field.  

Enter a valid value, e.g. "11.43". 

32.   Click the OK button. 
 

33.   Click the OK button. 

 

34.   Click the Calculations tab. 

 

35.   Click the Financial tab. 

 

36.   Click the Modify Accounting button. 

 

37.   Click the Horizontal scrollbar scrollbar. 
 

38.   Verify the Amount has changed. 
Click the OK button. 
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39.   Click the Remarks tab. 

 

40.   All information typed in the Remarks block will appear on both the printed orders 
and the travel claim. 
Click the OK button. 

 
41.   Click the Send to AO button. 

 

42.   Since Mr. Duck has already been set as the Default AO, his name automatically 
appears. 
Click the OK button. 

 
43.   Enter the desired information into the Secondary Password field.  

Enter a valid value, e.g. "1234abcd". 

44.   Click the OK button. 

 

45.   Click the Logout button. 

 

46.   Click the Yes button. 

 

47.   Congratulations for completing the Completing a New Travel Claim tutorial. 
Click the icons below to view in depth policies and procedures. 
End of Procedure. 
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